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NAVCRUITDIST NEW ORLEANS INSTRUCTION 4200.1Q 

 

From:  Commanding Officer, Navy Recruiting District New Orleans 

 

Subj:  PURCHASE REQUESTS 

 

Ref:   (a) COMNAVCRUITCOMINST 4400.1E 

 

Encl:  (1) Internal IRD Routing Matrix 

   (2) Internal Request Document (NAVCRUIT 7132/4 

           (Rev 6-2014)) 

    

 

1.  Purpose.  To promulgate instructions and procedures for 

purchasing supplies and services within Navy Recruiting District 

New Orleans. 

 

2.  Cancellation.  NAVCRUITDISTNOLAINST 4200.1P. 

 

3.  Discussion.  Accounting procedures directed by reference (a) 

necessitate advance notification at the District of any purchase 

requirements.  Recruiter Supply PO must plan their purchases 

well in advance of the required date, to allow for reviewing and 

approval of the purchase document.  The Commanding Officer 

and/or Purchasing Agent are the only persons authorized to incur 

obligations against government funds. 

 

4.  Documents.  An Internal Request Document, enclosure (2) will 

be originated by the Division Officer (DIVO) or Departmental 

Leading Chief Petty Officer (DLCPO) for their prospective 

stations for field purchases and recommended for approval by the 

Department Head.  For purchases within the District Head 

Quarters, a copy of enclosure (2) will be initiated within the 

department requiring the supplies or services and approved by 

the cognizant Department Head.  Each request will be screened by 

the Purchasing Agent for review and forwarded for approval via 

the Internal IRD Routing Matrix (1).  Allow sufficient time for 

the approval/review process to complete and upon final approval 

in accordance with encl (1) the material will be purchased and 

forwarded to Station or Department.  
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5.  Action.  In order to facilitate correct accounting 

procedures, all concerned must comply with this instruction.  

Unavoidable situations that result in minimal lead time may be 

called in to the respective Department Head for appropriate 

action.  All requests for supplies or services must be in 

writing and approved by the appropriate Department Head.  

Telephone calls for supplies or services cannot be accepted 

unless it is an emergency and MUST be followed by a written 

request. 

 

6.  Forms.   

 

    a.  NAVCRUIT 7132/4, Internal Request Document is available 

from CNRC website or NRD New Orleans Portal under supply. 

 

 

 

     /s/ 

 C. A. WYNTER 

 

Distribution List: 

Electronic only, via 

http://www.cnrc.navy.mil/neworleans/ 
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Internal IRD Routing Matrix 

 

 

 

 

 

 

 

 

 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           Enclosure (1) 

DIVO submits IRD for 

supplies to Department 

Head 

Purchasing Agent 

performs sourcing price 

screening 

Budget Analyst verifies 

if funds are available for 

purchase 

Document routes to 

Authorizing Official for 

approval 

Amount exceeds 
$3000 

Amount is below 
$3000 

Supplies are ordered and 

delivered to NRS 

Budget Analyst 

assigns 

document 

number to IRD 

 

IRD routes to Purchasing 

Agent for purchase 

transaction 

Recipient prints, signs, 

circles quantity, and dates 

receipt.  Hand-deliver or 

send by electronic means 

(fax or e-mail) 

Document routes 

back to 

Purchasing Agent 

Purchasing Agent 

archives document 

Document routes to N8 

for approval 

NO 

TRANSACTION 

TERMINATES 

YES 

Document routes 

back to Budget 

Analyst 



        NAVCRUITDISTNOLAINST 4200.1Q 

        8 June 2015 

 

 
           Enclosure (2) 
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